
How to Create and Join a Team on ActiveMONTGOMERY 

 

This is for Team Captains / Managers.  

 

NOTE: This tutorial is based on a sample league. Disregard league activity number, title, and price and 

use your appropriate league information.  

 

1. Go to activemontgomery.org and sign in to your ActiveMontgomery account.  If you do not have 

an account, please click Create an Account to set up an account with us.  

 

 
 

 

 

 

  



2. Enter your activity number in the search field. 

 

 
 

3. Your league will come up.  Verify that it’s the correct league and click Add to Cart. 

 

 
 

4. Depending on your browser, you may see one of two different screens.  Skip ahead to “Browser 

Option #2” if you do not see the screen listed in the Browser Option #1 section below. 

 

Browser Option #1:  

Most of you will see this screen.  Select Create and Join Team, and click Continue: 

 

Do not use this activity 

number. This is for the 

tutorial only. Use your 

league activity number.  



 
 

Since you logged in under your own account, your information will be prefilled.  

NOTE: You can check the “Send email to Coach when members enroll”, but this feature does not work in 

Active so you will not receive email updates. Click Next.  

 

 
 

Input your Team Name.  Do NOT change the maximum number of team members. It will not allow you 

to proceed forward.  Create and enter a Team Password.   



*This password is important because your team members will need to enter this password to be able to 

register for your team roster.  This password can be something very simple – there are no password 

complexity requirements.  Re-enter the password to confirm it, then click Next.   

 

 
 

 

 

 

 

 

 

 

 

  



Browser Option #2: (Skip ahead to Step 5 if you already completed Browser Option #1) 

Some of you may see the following screen after you add the activity to your cart.  If this screen pops up, 

select yourself as the person to enroll, and click Next.   

 

 
 

 

In this screen, click on Create New Team, then click Next.  (As the captain/manager, you will create the 

team online.  Your players will be selecting your team from the drop-down list once you have registered 

the team.) 

 

 
 



The Create Your Team box will open.  Note the two tabs at the top – Team Coach and Create Your 

Team.  The window opens and defaults on the Team Coach tab.   

 

Since you logged in under your own account, your information will be prefilled.  

 

NOTE: The “Send email to Coach when members enroll” feature does not work in Active so you will not 

receive email updates even if you select it. Click the Create Your Team tab at the top to begin creating 

your team.   

 

 
 

 

 

 

 

 

 



Input your Team Name.  Do NOT change the maximum number of team members.  Create and enter a 

Team Password.   

*This password is important because your team members will need to enter this password to be able to 

register for your team.  This password can be something very simple – there are no password complexity 

requirements.  Re-enter the password to confirm it, then click Save and Close.  

 

  



Everyone will see the same screen moving forward. 

 

5. The next screen gives you template text that you can copy and paste into an email to your team 

members.  As you can see, the email gives them a link to ActiveMontgomery, and gives them the 

Team password.  If you wish to use this option, click Copy Message to paste it into your email to 

send to your team members.  Click Next to continue with the registration process.   

 

 
 

 

  



6. The next screen asks a series of questions. Please answer each of those. Below the questions will 

be some required waivers. Read by click on the description and/or attachment and initial each 

of the waivers. Click Next. 

   

 
 

7. The Payment Plan screen pops up, explaining the terms of our Payment Plan.  To enroll in the 

payment plan, click Agree to Payment Plan.  If you wish to pay in full, click the X to close the 

Payment Plan screen.   



  

To accept payment plan 

To pay in full 



If you agreed to the payment plan, you will see that it has been applied to your fee.  Click Proceed to 

Shopping Cart.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. This is the liability waiver screen.  You must check that you have read and consent to the waiver. 

Once you’ve done that, click Check Out.   

 

 
  



 

9. Enter your payment information. You also have the option to save your credit card information 

for future transactions. When you have entered your payment info, click Pay.   

 

 



10. Registration is completed. You will receive an email confirmation from ActiveMontgomery to 

save for your records. 

  

 
 

 

 

 

 


